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FORT HAYS KANSAS STATE COLLEGE

MEMORANDUM
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Person requesting facilities
Building
Food Service
Department files
MEMORIAL UNION
FOOD SERVICE FACILITIES

Name of Organization._ _ _ _A_l_wnn
__
i_A_c_h_i_e_v_e_m3_n_t_A_w_ar_ds_ _ _ Today ' s Date _ _5_-_2_-6_4_ __
Type of Event._ _ _ __;;;.R=e.:;.c~epi:. t;;.. ;1,;_;·o n ' " ' - ' - - - - - - - - - - - - - - - - - - - - - - - - - Person Respons-ible

Phone No.

Mrs. Elvira Dubach

_ 26l _____
___;;,_.;;....;_

If there are charges involved with this event, please send statement of charges to: _
NAME._ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Phone No. _ _ _ _ _ _ __
Address or College Department ---'A=Zu""-mn=i;......::;O.f.,_f,z,~·c:::;..:e::;___ _ _ _..:C:.:::am=-pu.=s:::..___ _ _ _ _ _ _ __
DATE

Sunday, May 24, 1964 _______HOURS: From 9:15 p.m.

To - - - - - - --

Estimated Attendance _ _ _t=5~0 ________ ____ Space Scheduled --=B:..:Zc.:a;:;::a:.;.;k:.....-_ _ _ _ _ _ _ _ __
Serving Time ---~9-:~m. ---- •---- --··--··

ROQM ARRANGEMENTS AND SPECIAL NEEDS

PRICE OF MEAL

MENU:

Apricot Nectar, Pineapp"le juiae,
lunch - Pineapp"le sherbet, ~inerale
Sheet Cakes Decorated
$5.00 eaartales Tax
Coffee - $2/gaUon
Ye"l"low or Go"ld Total
Mints
Mixed Nuts @ $1. 40/can .--M.

c. ___

Lace c"loth on tab"le. Glass cups and plates
Chairs in inforrrril groups
Napkins, forks, and spoons
Use a mitchell tab"le for serving table.

B. M. ___ F Os. ___

RENTAL FEE _ _=Sw7,.....,5'""'0_+~F~,~s.L,____

RECEIVED BY._ _ _=CR=E;;..___ _ _ _ DATE _ _
5_-2....;.1.;.._-_6_3__TIME _ _P_._M_._ _
STUDENT AND FACULTY

XXX C ~ ~ ; ;_ _ OUTSIDE

APPROVED BY _ _ _ _ _ _ _ _~ - - ' - + - - - - - - - - - - - - - - -
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INFORMATION PERTAINING TO THE SCHEDUUNG OF MEMORIAL UNION FACILITIES
1.

After a reservation for space has been made, final set-up and food arrangements must
be made no later than 10 days in advance.

2.

All food is served
Director's Office,
service. No food
to eat any of your
Director.

3.

Guaranteed Number for Food Service.
Confirmation of final number attending food service events must be given 24
hours in advance. You will be charged for meals based on that guaranteed number.
A five per cent (5%) margin is allowed for all groups.

by Union Food Service. You must contact the Memorial Union
Extension 305, 306, 307, at least one week in advance for this
may be brought from outside into the Union. If you are planning
meals in the cafeteria, notification of this should be made to the

EXAMPLE: For a guaranteed number of one hundred, the Union will set up for
5% more, or 105. If the actual number attending is less than 95, you will be charged
for 95 people, (5% below guaranteed number). For any number above 95 you will be
charged for the actual number attending.
SPECIAL

NOTES

1.

If there are any changes made in your event AFTER space has been scheduled, please
notify the Union Office IMMEDIATELY.

2.

If this application is for regular meetings throughout the semester or year, please
turn these dates in on a separate list. It will NOT suffice to merely indicate, for
example, that you wish to meet on the l st and 3rd Tuesday of each month. We must
have the exact date.

3.

In terms of room arrangements, we need to know:
A. The number of chairs you will need.
B. The arrangement of the meeting room, i.e. lecture style, etc.
C. Special eq1,1ipment requested, e.g. a P.A. system, movie screen, etc.

4.

If your group decides to cancel its reservation, please inform the Union Office of
the cancellation IMMEDIATELY.

5.

Information regarding maximum capacity of rooms and room charges (where they
apply) can be obtained from the Memorial Union Office.

6.

If your group is classified as a Conference, i. e. a group using one or more rooms
for most -of the day, there will be a charge of 2 5¢ per delegate per day. However,
if the number of delegates does not bring this charge up to the regular room rent,
then· the regular room charge will be made. This charge is to compensate for the
wear and tear on the building other than the rooms scheduled e.g. cafeteria, snack
bar, etc.

7.

The staff of the Memorial Union is prepared to assist you in planning your meeting
and to do all it can to make it successful.

